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Coordinator, Foreign Affairs Informa-
tion Management Center, Room 1239, 
Department of State, Washington, DC 
20520, who will coordinate action as 
specified in this request. In addition, 
requests may be directed to the De-
partment’s field offices and overseas 
posts; routine, unclassified, adminis-
trative records may be released to the 
individual if it is determined that such 
release is authorized. Any unfilled re-
quest shall be submitted to the Infor-
mation and Privacy Coordinator. Indi-
viduals are urged to clearly indicate on 
their requests the statute under which 
they are requesting access to informa-
tion; this notation will facilitate the 
processing of the request by the De-
partment. 

(c) While every effort is made to 
guarantee the greatest possible access 
to all requesters, regardless of the spe-
cific statute under which the informa-
tion is requested, the following guid-
ance is provided for individuals in re-
questing records: 

(1) Freedom of Information Act. Re-
quests for documents concerning the 
general activities of government and of 
the Department of State in particular 
(see subpart B). 

(2) E. O. 12065. Requests for manda-
tory review and declassification of De-
partment records and requests for ac-
cess by former Presidential appointees 
(see subpart C). 

(3) Privacy Act. Requests from U.S. 
citizens or resident aliens for records 
pertaining to themselves and main-
tained by the Department under the in-
dividual’s name (see subpart D). 

(4) Ethics in Government Act. Requests 
for the financial Disclosure Statements 
of Department Employees covered by 
this Act (see subpart E). 

(d) The burden of adequately identi-
fying the record so requested lies with 
the requester. Individuals may seek as-
sistance regarding any facet of their 
requests from the Information and Pri-
vacy Coordinator.

§ 171.3 Public reading room. 
A public reading room or area where 

records may be made available is lo-
cated in the Department of State, 2201 
C Street, NW., Washington, DC 20520. 
The receptionist will refer the appli-
cant to the proper room. All those stat-

utes, regulations, and guidelines per-
taining to access to information re-
quired to be made available to the pub-
lic shall be located in the reading 
room. Fees will not be charged for ac-
cess by the public to this room or the 
indexes and regulations contained 
therein, but fees, in accordance with 
§ 171.6, will be charged for furnishing 
copies thereof. Persons desiring to uti-
lize their own portable copying equip-
ment should request approval in ad-
vance from the Information and Pri-
vacy Coordinator. Any arrangements 
for the use of such equipment must be 
consistent with security regulations of 
the Department of State and are sub-
ject to the availability of personnel to 
monitor such copying.

§ 171.4 Extension of time limits. 

While every effort is made to meet 
the time limits cited in each section of 
this subchapter, unusual circumstances 
may arise which would necessitate the 
extension of these time limits. Exten-
sions shall be granted in those in-
stances where it is necessary, in order 
to guarantee proper processing of the 
request, to: 

(a) Search for and collect the re-
quested records from overseas posts or 
other establishments that are separate 
from the office processing the request; 

(b) Search for, collect, and appro-
priately examine a voluminous amount 
of separate and distinct records which 
are demanded in a single request; or 

(c) Consult with another agency hav-
ing a substantial interest in the deter-
mination of the request or among two 
or more components of the Department 
of State having substantial subject 
matter interest therein. Such consulta-
tion shall be conducted with all prac-
ticable speed. In such instances the re-
quester shall be given written notifica-
tion by the Information and Privacy 
Coordinator of the extension of the 
time limit and the reason for such ex-
tension.

§ 171.5 Archival records. 

The Department ordinarily transfers 
custody of records as soon as prac-
ticable after they become twenty (20) 
years old to the National Archives and 
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Records Service. These records are gen-
erally transferred in large blocks de-
fined by years and/or major subject 
categories. Correspondence regarding 
access to these records should be ad-
dressed to the Chief, Diplomatic 
Branch, Civil Records Divisions, Na-
tional Archives and Record Service, 
Washington, DC 20400.

§ 171.6 Fees-general. 
(a) The Department will charge a du-

plication fee of $.25 per page for copies 
of documents which are identified and 
made available to an individual pursu-
ant to a request except, that there will 
be no charge for requests involving 
costs of $10.00 or less. 

(b) The Department will charge the 
actual cost of production for copies 
prepared by computer (such as tapes or 
printouts), including operator time. 

(c) The Department will charge the 
actual direct costs of producing the 
document(s) for methods of reproduc-
tion or duplication other than those 
described in paragraphs (a) and (b) of 
this section. 

(d) In those cases when estimated du-
plication charges are likely to exceed 
$25, the Department shall notify re-
questers of the estimated amount of 
fees, unless they have indicated in ad-
vance their willingness to pay fees as 
high as those anticipated. Such notice 
shall offer requesters the opportunity 
to confer with Department personnel 
with the objective of reformulating re-
quests to meet their needs at lower 
costs. 

(e) Certification under the official 
seal that a copy or extract made from 
an official document is a true copy; the 
fee for certifying each copy of each 
page is $2.00. 

(f) The Department shall charge the 
actual costs for sending documents by 
special methods such as express mails, 
etc. when such is requested. 

(g) Remittances shall be in the form 
of either a personal check or bank 
draft drawn on a bank in the United 
States, a postal money order, or cash. 
Remittance shall be made payable to 
the order of the Treasurer of the 
United States and delivered or mailed 
to the Information and Privacy Coordi-
nator, Foreign Affairs Information 
Management Center, Room 1239, De-

partment of State, 2201 C Street, NW., 
Washington, DC, 20520. The Depart-
ment will assume no responsibility for 
cash sent by mail. 

(h) Fees must be paid in full prior to 
release of requested documents and/or 
provision of service described above. 

(i) A receipt for fees paid will be 
given only upon request. 

(j) See § 171.13 for additional fees 
chargeable for Freedom of Information 
requests. 

[52 FR 32123, Aug. 26, 1987]

Subpart B—Freedom of 
Information Provisions

§ 171.10 Definitions. 

As used in this subpart, the following 
definitions shall apply: 

(a) The term identifiable means, in 
the context of a request for a record, a 
description which enables a profes-
sional employee of the Department 
who is familiar with the subject area of 
the request to locate the record with a 
reasonable amount of effort. Such a de-
scription, if possible, should include 
date, format, subject matter, country 
concerned, office of mission originating 
or receiving the record, and the name 
of any person to whom the record is 
known to relate. 

(b) The term record includes all 
books, papers, maps, photographs, or 
other documentary material, or copies 
thereof, regardless of physical form or 
characteristics, made in or receiving 
by the Department of State (including 
Foreign Service posts abroad) and pre-
served as evidence of the organization, 
functions, policies, decisions, proce-
dures, operations, or other activities of 
the Department or the Foreign Service. 
It does not include copies of the 
records of other Government agencies 
(except those which have been ex-
pressly placed under the control of the 
Department of State upon termination 
of another agency), foreign govern-
ment, international organizations, or 
non-governmental entities unless they 
evidence organization, functions, poli-
cies, decisions, procedures, operations, 
or activities of the Department of 
State. It does not include records not 
already in existence which would need 
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